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Compiled VacTrAK H1N1 User Guide  

(Steps follow the training video) 

 

FIRST TIME LOGIN INSTRUCTIONS 

1. Open the VacTrAK webpage found at: www.vactrak.alaska.gov 

 

2. On the left-hand menu under the Main heading, click Login. Enter your VacTrAK user name and 

password in the appropriate fields. Click the Login button at the bottom right.  

 

 

 

 

3. On your first login into VacTrAK, the confidentiality agreement will appear. Please read over and 

click the Accept button in the bottom right. 
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4. You will be prompted to change your password from temporary password provided by the State 

of Alaska to a new password of your choosing on your first login. Your new password must be at 

least 4 characters in length and include both a letter and a number. Type in your current and 

new passwords into the appropriate fields and click the Submit button in the bottom right. 

 

 

 

 

5. You will be directed to log out of VacTrAK for your new password to activate. On the left hand 

menu under the Main heading click Logout. 

 

 

 

 

6. You will receive a pop-up window reminding you to close your web browser if done using 

VacTrAK. Click OK. 
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7. Return to the VacTrAK webpage. On the left-hand menu under the Main heading, click Login. 

Enter your VacTrAK user name and password in the appropriate fields. Click the Login button at 

the bottom right.  

 

 

 

 

8. Congratulations you are now logged into VacTrAK! This is the screen you will be directed to on 

all subsequent VacTrAK logins. 

 

 

 

 

DATA ENTRY INTO MASS IMMUNIZATIONS MODULE 

9. All data entry for the H1N1 vaccine will take place in the VacTrAK Mass Immunizations Module 

to allow for quick entry for a specific vaccine. On the left-hand menu under the Main heading 

click on Select Application. Choose Mass Immunizations from the drop down list and click the 

Submit button on the bottom right. 
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10. The VacTrAK homepage will appear once you are in the Mass Immunizations Module. On the left 

hand menu under the Settings heading select Personal. Next to the Lot Defaults heading click on 

the Click to add text to add the current vaccine lots in use by your facility.  

 

 

 

 

11. On the Lot Defaults Add/Update screen select the appropriate Novel H1N1 vaccine from the 

drop down menu and click the text Click to select. 
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12. A pop-up window will appear with a list of all of the vaccine lots available at your facility for the 

vaccine selected. Choose the correct vaccine. More than one lot can be added for each vaccine 

type by repeating Steps 10-13. 

 

Note: Vaccine lot information will be entered by the Vaccine Depot at the State of Alaska for 

the Novel H1N1-09 vaccine sent to your facility. For the vaccine lots showing up on the data 

entry screen in the Mass Immunizations Module, you will need to add them to your personal 

preferences from what is available at your facility (this is completed in Steps 10-13). 

 

 

 

 

13. Once the selected lot populates the lot detail fields, click the Add/Update Now button to add 

the default lot. Repeat Steps 10-13 for all H1N1 vaccine lots at the facility. 

 

 

 

 

14. Now you are ready to enter the patient immunization data. On the left hand menu under the 

Patient heading click on Search/Add. Type in the patient’s first initial, last initial and date of 

birth in the patient search screen and click the Run Search button. 
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15. One patient was found in VacTrAK that matched our search criteria of first initial z, last initial t 

and date of birth 02/22/1986. Select the patient for which you were searching.  

 

 

 

 

16. If the address listed is correct, click the check box at the top to add the address information 

already listed in VacTrAK to this record. Please enter any other information collected by your 

facility to this screen to help link patient matches in the system. 
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17. Scroll down the page to the Vaccination/Medication Add section. Click on the check box for all 

of the influenza vaccine administered, making sure that the vaccine lot information for the H1N1 

vaccine matches what is listed in VacTrAK (return to Step 10 if vaccine lot is not showing 

correctly). Click the Save button when complete.  

 

Note: Lot information will only be available for the Novel H1N1 flu vaccine in VacTrAK 

 

 

 

 

18. You will be directed back to the patient search page to look-up the next patient. Type in the next 

patient’s first initial, last initial and date of birth in the patient search screen and click the Run 

Search button. 
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ADDING A NEW PATIENT IN MASS IMMUNIZATION MODULE 

19. No patients were found in VacTrAK that matched our search criteria of first initial p, last initial t 

and date of birth 07/21/76. First, verify that you searched on the correct initials and date of 

birth. If your search was correct and this patient is not in VacTrAK, click the Add New Patient 

button on the bottom right. 

 

 

 

20. Enter the demographic and vaccination information for this patient. For new patients you will be 

required to add the patient’s gender, address, and guardian information in order to link them to 

other records in VacTrAK in the future. See Step 16-17 for assistance. Click the Save button 

when finished. 
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DAILY PATINETS VACCINATED REPORT 

21. On the left-hand menu click on Reports. The click on the Daily Patient Immunization List report. 

 

 

 

 

22. Type in the date you would like to print the report for in the Shots Given on this Date field. Click 

the Create Report button on the bottom right. 

 

 

 

 

23. The Daily Patient Immunization List will appear for all vaccines entered into VacTrAK that were 

administered at your facility on that date.  
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PATIENT VACCINATION HISTORY SEARCH 

24. You will need to be logged into Standard VacTrAK to look-up a patient’s past vaccinations. If you 

are switching from the Mass Immunizations application (used to enter H1N1 data), on the left-

hand menu under the Main heading click on Select Application. Choose Standard from the drop 

down list and click the Submit button. 

 

 

 

 

25. If the Patient Search screen does not appear, click on Search/Add under the Patient heading on 

the left-hand menu.  
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26. The easiest way to search for a patient is to type in their first initial, last initial and date of birth 

and click the Search button. 

 

 

 

 

27. One patient was found in VacTrAK that matched our search criteria of first initial z, last initial t 

and date of birth 02/22/1986. Select the patient you were searching for by clicking on the select 

arrow next to the correct patient’s name.  
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28. The Patient Demographics page will appear. On the left-hand menu under the Vaccinations 

heading select View/Add to view this patient’s vaccination record.   

 

 

 

 

29. The Vaccination View/Add Screen will appear with the patient’s vaccination record as entered 

into VacTrAK. From this patient’s records we can see that he received both the seasonal and 

novel H1N1 influenza vaccines on 08/12/09.  

 

Note: Vaccines will be listed in alphabetical order by the vaccine the patient received. 
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PRINTING AN OFFICIAL IMMUNIZATION RECORD 

30. On the left-hand menu under Reports heading select Patient Record to print a copy of the 

patient’s immunization record. 

 

 

 

 

31. Under the Vaccination Record Choices heading, select All Recorded Vaccinations to include the 

H1N1 vaccine. Check the Printable Version box and click Create Report button on the bottom.  
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32. The patient immunization record will appear listing all vaccines recorded in VacTrAK. 

 

 

 

 

 


